
', 

,i . .  
4 .  ! 

, .  '?6 JU&,77 
I 

Georgia Department of Education ( PR 2: so . .  Offick of Administrative Services 
Twin Towers East 

Atlanta, Georgia 30334 
Werner Rogers 
State Superintendent of Schools June 24, 1986 

H. F. Johnson, Jr. 
Associate State Superintendent 

M E M 0 R A N D U, M 

TO : A r v i l  E k l e y  
Budget and Accounting O f f i c e r  
Board o f  Postsecondary Vocat ional  Education 

FROM: V i c k i e  Oake $&. 
Records Management O f f i c e r  
Department o f  Education 

Trans fer  o f  Records Retent ion Schedules f rom the  Department o f  
Education t o  the  Board o f  Postsecondary Vocat ional  Education 

SUBJECT: 

E f f e c t i v e  J u l y  1, 1986, Records Reten t ion  Schedules which have been 
es tab l i shed  f o r  Record Ser ies T i t l e s  r e l a t i n g  t o  Postsecondary Vocat ional  
Education a r e  being t r a n s f e r r e d  from t h e  Department of Education t o  the  
Board o f  Postsecondary Vocational Education. Attached are  copies o f  t h e  
schedules as l i s t e d  below by Schedule Number: 

76-191 81-109 81-181 
76-192 81-110 81-182 
81-7 ' 81-176 
81-8 81-177 
81-51 81-178 81-192 
81-71 81-179A 81-226 
81-108 81-180A 

a- 
Amendments w i l l  need t o  be prepared by your  agency t o  change the  agency 
name, addresses, con tac t  persons and t o  make any o t h e r  necessary changes. 
These amendments should be sent t o  Mary H a l l ,  Governmental Records Section, 
S ta te  Archives , f o r  approval. 

A lso enclosed are f i l e  copies o f  Records T ransmi t ta l  Forms and Not ices o f  
Records Dest ruc t ion  Forms app l i cab le  t o  Postsecondary Vocat ional  Education 
Records. I am enc los ing  copies o f  severa l  p u b l i c a t i o n s  dea l i ng  w i t h  
Records Management which w i l l  p rov ide  h e l p f u l  i n fo rma t ion  concerning Records 
Management Procedures. 

1. 76-RM-1 - "Scheduling Procedures" 
2. 82-RM-2 - "Finance and F i s c a l  F i l e s  Supplement" 
3. 82-RM-4 - "Statewide Commons Supplement" 
4. 79-RM-1 - "State Records Services Handbook" 



~ 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY . APPLICATION FOR RECORDS RETENTION SCHEDULE 

I RECORDS MANAGEMENT blVlSlON 

FOR AGENCY USE 
application Date 

- 
application Number 

-. .- __ ___ 

FOR RECORDS MANAGEMENT USE 
~ ~~~ ~~~ 1. Agency Address ' - ~. 

Department of Education Application Number 

Divis ion  of Vocational Program ManagemenS;i&;& 
Off ice  of Vocational Education 

At l an ta ,  Georgia 
Date Completed - 

MAR 2 1981 I A R  I i W81 
~- -~ ~~~ 

The Divis ion of Vocational Program Management provides d i r e c t i o n ,  p o l i c i e s  and procedures 
f o r  development and de l ive ry  of Vocational Education; coord ina tes  wi th  l o c a l  school* 
prepara t ion ;  a l l o c a t e s  g ran t  funds and approves disbursement;  provides  t echn ica l  
a s s i s t a n c e  i n  program development; p rovides  l i a i s o n  and coord ina t ion  i n  planning and 
management of voca t iona l  programs; recommends c e r t i f i c a t i o n  s tandards  and s t a f f  develop- 
ment a c t i v i t i e s .  

*systems and t h e  f e d e r a l  government i n  a l l  areas o f  vocat iona l  educat ion inc luding  budget 

7. Record Series Description This f i le contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Agreements reached be tween l o c a l  area voca t iona l  technica l  schools  
and t h e  Board of Regents of t h e  Universi ty  System of Georgia f o r  
joint ly-adminis tered .programs leading t o  co l l ege  c r e d i t  and/or  voca t iona l  
diplomas. 

Documents relating to: 

Included are: 

Proposal f o r  J o i n t  Program between area voca t iona l  technica l  school and j u n i o r  
co l l eges ;  a p p l i c a t i o n  f o r  n e r  degree program; curriculum ou t l ine ;  State and 
area voca t iona l  t echn ica l  schools  gu ide l ines  f o r  e s t a b l i s h i n g  cooperat ive , 

(notagized)  ; and r e l a t e d  correspondence. 
. programs between area schools  and j u n i o r  co l l eges ;  copy of agreement 

File i s  arranged: Alphabet ical ly  by Vocational-Technical School. 
- - -~ _. 

8. Monthly Reference Rate How often are records referred to which are: 

9ne to six months old - - - -; Seven to twelve months old ; Thirteen to twenty-four months old 

- _ _  _I ._ -- ___I ? ~ twe_nty-five months and older- _ _ -  ~I I_- 
CAnnual Rate of Accumulation of Records 

Lettef-size drawers ; Legal-size drawers - ~ -;Shelves --..-; Other (specify) 

- 
R-50-71, Rev. 76  
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10. Questionnaire ~. - (Place an in the p r o p r ~  column) ~~ ~ 

~~ 

- ! f ~ n o t , x b e r e ~ s  it? , 
~~ 

~ ~~~ . ..:_ 

"X" 

- a. I s  this the official COPY of the series? Record copy for  Department of Education 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. I 
-f ~ 

', 
~ ~ ~ _s___.~. ~ __ .- ~ ~~ 

I .  
I.  . .  - - c. I s  this a vital recotd? - ~~ 

\ . __ d. Does this series - have historical or long term' researchvalue? 
e. When one or two documents in the fi le make it necessary to, keep the entire f i le for a long period, could these 

~~ . ~ -~ ~~ 
documenlts be scheduled sewrateiyl ~~ ~ _ _ _ ~  .~ 

dinfordatf8&.oontained -. C .  1 in this series ever Dublished? If ves. a t i a c h u .  - .. ~~ 

dinformation contained in this series ever analyzed and/or recorded in a, summarized report? 
~. .~ __ l f m m a c h  CODY. ~ ~. 

! h:' Isthere a'duplication of this series in your office, or in another office or agency? Local Area Vocational/Tec?;: 
I f ~yeL  M e r e L  Technical Schools/Board of Regents/State Board of Education; n i ca l  scl 

i. I s  this ser ielbrma'o~pmfhn nfitLregular!ymicrdilm~~ ~. I 

L & e s  the record series result in ammputer Dr intout? 
~~ ~~ _. ~ 

on Requirements If The following requires the Series to be kept: 

s 

I 

, 
i 
i 

~ 

i 

I 

a. State Law - -  years. ~. d. Audit period - .~-years. 
b. Statute of limitation ' -years. e. Administrative need -years. 
c. Federal law .-years. f .  Federal retention instructions -~ years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

I I c  
. .  , :  

. .  
_L ~~ 

~~~ ! I ,  

This agency recommends that the f i le &ies be cut off a t  the end of each: 
0 Calenaar Year;'O Fiscal Year; !3 Other . - -_then, 

. . .  . . I  
.~ 

~- - - 
12. Approved D i s p o s i t i o n i o n s  

0 Hold in the current files area month($) ~ year($); then 
Transfer to local holding area; hold 

0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to  State Archives for permanent retention. 
El Other (Specify) 

- yeark); then 
year(s); then 

pon f i n a l  prepration of agreement, p lace  i n  inac t ive  f i l e ;  cu t  off inac t ive  f i l e  a t  end of 
each f , i s ca l  year ;  ho1.d i n  cur ren t  f i l e s  area f o r  one year ,  then t r a n s f e r  t o  S t a t e  Archive: , ' , '  
f o r  pe'&anent . re tenf ion.  ! I 

The! 

. .  . ,  

instructions app 

, .  > . ~ 

. . ,  

. . . .  'c. . r , c !  . ,  . 
. .  . ! ,  

. .  i '  ' I  / . .  , .  C Y ' L  , ' .  

; t  , ,  .. 
. ,  , i t , (  

- s? ?: , . , , ,  

I al l  prior and future accumulations of the series. 

4- - Date Records Mana ement Officer (Signatwe) I Date 

3ecommendations in para- 
lraph 12 are approved. 
'If disapproved, attach letter 
,f explanation.) 

Attorney General/ 
R-50-71; Rev. 76 
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